Subject: NOAA Traved Tranamittd 9
Date: August 1, 2001
From: R. J. Dominic

MEMORANDUM FOR: All NOAA Employees

FROM: R. J Dominic
Director, Finance Office/Comptroller

SUBJECT: Trave Tranamitta Number 9

The attached Travel Transmittal Number 9 has been posted on the NOAA Travel Office web page at
http://mww.rdc.noaa.gov/~financeltravel.htm. Travel Transmittal 9 provides guidance on NOAA’s
home sdle and home purchase programs. To access Tranamitta 9, click on “Travel Regulations’ from
our web-ste. The “PCS Entitlements and Third Party Relocation Services’ guide has been updated to
reflect these new programs and entitlements. In addition, there are home sale and home purchase flow
charts on our web-ste. To access the “ PCS Entitlements and Third Party Relocation Services’ guide
and the home salefhome purchase flow charts, click on “Reocation” from our web-ste.

Effective October 13, 2000, NOAA offers authorized transferees an optiona Buyer Vaue Option
(BVO), which begins on the first day of the trandferee s liting agreement through day 60 of the ligting
agreement, subject to the Federd Travel Regulation (FTR) and Department of Commerce (DOC)
Travel Handbook, Chapter 302-12. NOAA dso offers authorized transferees, an optiona voucherless
home purchase process provided by the contractor at no additiona cost to NOAA.

Both new processes have new benefits for transferees.

For additiond information on NOAA'’ s home salelhome purchase programs, contact your servicing
Relocation Services Coordinator (RSC).

Eastern Adminigtrative Support Center (EASC) (757) 441-6527
Centra Adminigtrative Support Center (CASC) (816) 426-7543 x418
Mountain Adminitrative Support Center (MASC) (303) 497-6199
Western Adminigtrative Support Center (WASC) (206) 526-4435
NOAA Finance Office (Wash., D.C., Metro. Aread)  (301) 413-3060



MEMORANDUM FOR: All Holders of the NOAA Travel Handbook

FROM: R. J Dominic
Director, Finance Office/Comptroller

SUBJECT: Trave Tranamitta Number 9

1. Fling Ingructions for the NOAA Travel Handbook (NTH).

Replacement pages for your NTH are attached as follows:

Remove Insert
Page 302-2-12(1) Pages 302-12-1 through Pages 302-12-13
dated July 1994 dated August 1, 2001

2. Explandtion of Changes. The attached pages update information on NOAA’s home sdle and home
purchase program.

3. Filethis cover memorandum in the front of the NTH. Clarification or assstance regarding travel

policies and/or procedures may be obtained by caling your servicing Adminigirative Support Center
trave office listed below:

WASC - Seattle-------(206) 526-6008
MASC - Boulder-------(303) 497-6199
CASC - Kansas City---(816) 426-7543 x431
EASC - Norfolk-------(757) 441-6897
NOAA Travel Office—-(301) 413-3060

Attachments



NTR Tranamittd 8

Attachment

May 1, 2001

NOAA TRAVEL REGULATION (NTR) CHECKSHEET FOR CHAPTERS 300 and 301

Following isalist of pages currently in effect inthe NTR. This checksheet isto be used to verify the

accurecy of the NTR.

Page Transmittal #

CHAPTER 300

300-4(a) - 300-4(q)..4

CHAPTER 301

Page Transmittal #

Page Transmittal #

Part 301-12



NTR Tranamittd 9
Attachment

August 1, 2001

NOAA TRAVEL REGULATION CHECKSHEET FOR CHAPTERS 302 and 306

Page Date

CHAPTER 302

Part 302-1

2-1(2)........ May 99
2-1(2)........ May 99
2-1(3)........ May 99
2-1(4)........ May 99
2-1(5)........ May 99
2-1(6)........ May 99
2-1(7)........ May 99
2-1(8)........ May 99
2-1(9)........ May 99

Part 302-2
2-2(1)........ July 91

Part 302-4
2-4(1).......July 90

Part 302-5
2-5(1)........ December 90

Part 302-6
2-6(1).......July 90

Part 302-7
2-7(1).......July 90

Part 302-8

2-8(2)........ July 90
2-8(2)........ December 90
2-8(3)........ July 90

Page Date
Part 302-9
2-9(1).......July 90
Part 302-10
2-10(1)......May 99
2-10(2).....May 99
2-10(3)......May 99
2-10(4).....May 99
2-10(5)......May 99
2-10(6)......May 99

Page Transmittal#

Part 302-12
12-1.e 9
12-2. 9
12-3. 9
12-4......oe 9
12-5. 9
12-6.ee 9
12-7.ciii 9
12-8...oii 9
12-9. 9
12-10....cciiinen. 9
12-11., 9
12-12......oo 9
12-13.. e 9
CHAPTER 306
306-1 .. 6

Page Trans#
Part 306-1
-1 6
12, 6
Part 306-3
31 6
32, 6
33 6
Part 306-4
4-1............. 6
4-2............. 6
Part 306-5
51 6
52 6
53 6
Part 306-6
6-1...ccoeene 6
62 6
Part 306-7
7-1........... 6
T2, 6
-3 6
T-4............ 6
75 6
T-6.uune...... 6
1T 6
T-8eeeeeennn. 6
7-9..cccne... 6
7-10.......... 6
7-11.......... 6

Page Trans#
Part 306-7
7-12.......... 6
7-13.......... 6
7-14.......... 6
7-15.......... 6
7-16.......... 6
7-17.......... 6
7-18.......... 6
7-19.......... 6
7-20.......... 6



DOC Travel Handbook November 1, 2000
Attachment
DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTER 301

Following isalist of pages currently in effect in the DOC Travel Handbook. This checksheet isto be
used to verify the accuracy of the DOC Travel Handbook. NOTE: The DOC Travel Handbook,
Chapter 301, has not been written in the plain language format and currently does not line up correctly
with the Federal and NOAA pagesin this new NOAA Travel Handbook (NTH).

Page  Trangmittal # Page  Trangmittal #

CHAPTER 301

Part 301-1 Part 301-2

(thispart should follow Federal pg 2-2) (thispart should follow Federal pg 10-19)

i 11 2-Loie 8

L2, 11 22, 8

13, 11 2-3 e 8

14, 11

15, 11 Part 301-3

I R 11 (thispart should follow DOC pg 2-3)

L7 e, 16 1 8

18, 16 32, 8

19, 16 33 8

1-10. e, 16 K 8

i I 16 35 8

1-12. e, 16 36, 8

1-13 e, 8 K S 8

114, 8

1-15. e, 8 Part 301-4

1-16..ccciiieciec 8 (this part should follow DOC pg 3-7)

1-27. e, 8 e R 8

1-18.ceeee, 8 B2, 8

1-29. e, 8

1-20.....cocieiieieenn, 8 Part 301-7

1-21.ieeeeene 8 (thispart should follow Federal pg 11-19)

1-22.iieieeeeen, 8 N P 8

1-23.eeceeee, 11 T2, 8

BLANK PAGE L T 8

125, 11 T, 8
T-5iiiiiciieeeeee, 8
76, 8



DOC Travel Handbook
Attachment

November 1, 2000

DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTER 301 (continued)

Page Transmittal #

CHAPTER 301 (continued)

Part 301-8

(this part should follow DOC pg 7-6)
8L 8
82 8

Part 301-5

(thispart should follow Federal pg 12-2)
51, 8
52 8

5-3 e 8

Part 301-6

(thispart should follow DOC pg 5-3)
G 14

6-2..eeee e 14

Part 301-9

(thispart should follow DOC pg 6-2)
O-1oiiee 8

Part 301-10

(thispart should follow Federal pg 51-5)
10-1oiiieee, 15
10-2.iiiieece, 15
10-3.eie, 15
104, 15

10-5. i, 15
10-6...cveeeeeeeec 15

10-7. i, 15
10-8...veeeeec 15
109, 15
10-10..cciiiciieieecien, 15
10-11.iiiee, 15
10-12....cieee, 15
10-13..iee, 15

Page Transmittal #

10-14...s 15
10-15....iie 15
10-16......cciiiiie 15
10-17.ccoiiiiiie 15
10-18....oeiiiiiie 15
10-19...ciiiiiiiie 15
10-20.....cccciiiiiie 15
10-21...ciiie 15
10-22......occiiie 15
10-23...e 15
10-24......oooiis 15
10-25.....ciieee 15
10-26.......ccoviiiine 15
10-27..cciiiiiiins 15
10-28......ooiiiiie 15
10-29.....ooiiiiiiie 15
10-30.....cciiiiiiiine 15
10-31..ciiiie 15

Part 301-11

(thispart should follow Federal pg 52-5)



DOC Travel Handbook November 1, 2000
Attachment

DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTER 301 (continued)

DOC Travel Handbook, Special Transmittal 004, Dated February 25, 2000, was issued
without page numbers. File behind FTR according to Part. Pageswith multiple parts, eg.,
guestions and answer s from Part 301-51 appear on the same page as 301-52, need to be
copied so that each can befiled in their appropriate Part.

Part 301-51
301-51.1 thru 301-51.7

Part 301-52
301-52.17 thru 301-52.23

Part 301-54
301-54.1

Part 301-/70
301-70.700 thru 301-70.707

Part 301-71
301-71.204 thru 301-71.213

Part 301-76
301-76.1 thru 301-76.101



DOC Travel Handbook November 1, 2000
Attachment
DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTER 302

Page Tranamittal # Page Trangmittal #
CHAPTER 302 11-16....oeiieeeiecree 8
11-17.cc 8
Part 302-1 11-18....oiiieeee 8
-1, 8 11-19...ieieies 8
12 8 11-20....ciiieerenee 8
1-3 e 8 11-21..eeee 8
Part 302-5 Part 302-12
ot I 9 2 9
B2 e, 9 12-2.ieiieee, 9
53 9 12-3.eee, 9
BLANK PAGE 12-4...eins 9
55 8 12-5.ieee, 9
56 8 12-6...coveeeeceeeen, 9
2 9
Part 302-8 12-8...eiieieeeen, 9
< o I 8 12-9..iiiee, 9
82 8 12-10..ccciicieiiieeen, 9
8-3 e 8 12-11. 9
o 8 12-12...cciieeen, 9
12-13..e 9
Part 302-11 12-14.....nnns 9
I 8 12-15....iiee, 9
11-2.eeece, 8 12-16...cccceieirieenen. 9
11-3eeeee 8 12-27 . 9
114 8 12-18....einns 9
11-5.ieeee 8 12-19....iie 9
L 8 12-20....cccccieicirennen. 9
I 8 12-21.ie 9
S 8 12-22..cccciieicieenen, 9
11-9..eiiiieee 8 12-23..ee, 9
0 O T 8 12-24.......eeennen. 9
11-11.ee 8
11-12.iiiees 8
11-13. e 8
11-14... 8
11-15..eeeee, 8



DOC Travel Handbook
Attachment

November 1, 2000

DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTERS 305 and 306

Page Transmittal #

CHAPTER 305

Part 305-1
-1 8
1-2.s 8
1-3e 16
-4 16
Part 305-2
2-1e 8
2-2u, 8
Part 305-3
Lo, 8
32 8
Part 305-4
A-Toiiiiiiiee 8
B2 8
4-3.ooiiii 8
Q4. 8
4-5..iiiiii 8
4B 8
BT 8
4-8..coviii 8
4-O..coviiii 8
4-10.....coiiiiii 8
4-11..oiiiiiee 8
e 8

Page Transmittal #

CHAPTER 306
Part 306-1
-1 8
12 8
1-3 13
BLANK PAGE
15 8
16 8
1-7 8
18 8
1-9. 8
1-10...ciie 8
Part 306-2
2-1 8
2-2uii, 8



NOAA TRAVEL REGULATION

Chapter 302—Relocation Allowances

Table of Contents

PART 302-12-USE OF A RELOCATION SERVICES COMPANY

Sec.
302-12.3(a)

302-12.3(b)

302-12.3(c)
302-12.3(d)
302-12.3(¢)

302-12.3()
302-12.3(g)
302-12.3(h)

What changes have been made to NOAA’s relocation services and what is the name of
the current contractor for these services?

What are the telephone numbers of NOAA’s Relocation Services Coordinators
(RSC9)?

Home Sale Program
What is the voucherless home sale process?
What are the benefits of the voucherless home sale process for NOAA?
What are the benefits of the voucherless home sale process for transferees?

Home Pur chase Program
What is the voucherless home pur chase process?
What are the benefits of the voucherless home pur chase process for NOAA?
What are the benefits of the voucherless home pur chase process for transferees?

NOAA Human Resour ces M anagement Office (HRM O)/Gaining Office Responsibilities

302-12.7(a)

302-12.7(b)
302-12.7(c)

302-12.7(d)

302-12.7(¢)
302-12.7(f)

302-12.7(q)

What are the responsbilities of the NOAA HRMO or the gaining office with regard to
the voucherless processes for transferees?

Home Sale Responsibilities
What are the responsihilities of the RSC at the gaining Adminigtrative Support
Center (ASC)/Finance Office in the voucherless home sale process?
What are the respongbilities of the contractor in the voucherlesshome sale
process?
What are the respongbilities of the transferee in the voucherlesshome sale
process?

Home Pur chase Responsibilities
What are the responsbilities of the RSC in the voucherless home pur chase
process?
What are the respongbilities of the contractor in the voucherless home
pur chase process?
What are the respongbilities of the transferee in the voucherless home pur chase
process?

NTR-Transmittal 9

Effective: August 1, 2001

12-1



NOAA TRAVEL REGULATION
Chapter 302—Relocation Allowances 302-12.3(b)

302-12.3(a)

302-12.3(b)

What changes have been made to NOAA’srelocation services and what isthe
name of the current contractor for these services?

1) Effective October 13, 2000, NOAA offers authorized transferees an optiona  Buyer
Vaue Option (BVO), which begins on the first day of the transfereg’ s listing agreement
through day 60 of the listing agreement, subject to the Federd Travel Regulation (FTR)
and Department of Commerce (DOC) Travel Handbook, Chapter 302-12.

2) Effective October 13, 2000, NOAA offers authorized transferees, an optional
voucherless home pur chase process provided by the contractor at no additional
brokerage feesto NOAA.

3) The name of the current contractor is Cendant M obility, Gover nment

Relocation Information Center, 40 Apple Ridge Road, Danbury, CT 06810, 1-
877-332-7356.

Note: NOAA will continueto offer the amended-value (over 60 days) and

appraised-value (over 90 days) home sale processes (also known asthe
third-party relocation program) to authorized transfer ees, subject to the
conditions as stated in DOC Travel Handbook, Chapter 302-12.5(d).

What arethetelephone numbers of NOAA’s Relocation Services Coordinators
(RSCs)?

Trandferee’ s New Duty Station Serviced by: Telephone Number
Eagtern Adminigtrative Support Center (EASC) (757) 441-6527
Centrd Adminigtrative Support Center (CASC) (816) 426-7543 x418

Mountain Administrative Support Center (MASC) (303) 497-6199
Western Administrative Support Center (WASC) (206) 526-4435
NOAA Finance Office (Wash., D.C., Metro. Area)  (301) 413-3060

NTR-Transmittal 9
Effective: August 1, 2001 12-2



NOAA TRAVEL REGULATION
Chapter 302—Relocation Allowances 302-12.3(c)

302-12.3(c)

Home Sale Program

What isthe voucher less home sale process?

1) The voucherless home sde process begins with marketing assstance on day one of
the listing agreement and concludes with closing of the sde of the home.

2) The contractor will make the transferee an offer if abona fide buyer is not found
within 90 days.

3) Trandferees may choose their own redl estate agent or choose from alist of agents
provided by the contractor. With ether option, the contractor will work with the
transferee and real estate agent as directed by the transferee.

4) The voucherless home sde program includes the:

Buyer Value Option (BVO): BVO begins on the first day of the trandferee's
listing agreement through day 60 of the agreement. Once a bona fide buyer is
found, the contractor will buy the transferee’ s home at the sdle price agreed
upon between the buyer and the transferee. The contractor will then sdll the
home to the buyer. The transferee does not submit atravel voucher sncedl
closing cogts areincluded in theinvoice to NOAA from the contractor. The
contractor billsNOAA a 10.99% of the value of the home.

Amended Sale: Amended sde usudly follows BVO and begins when
gppraisas are ordered by the contractor (usualy at day 60) and a bonafide
buyer isfound. Amended sdle follows the same processas BVO. The
transferee does not submit atravel voucher since al closing costs are included
in the invoice to NOAA from the contractor. Under amended sdle, the
contractor bills NOAA at 12.85% of the value of the home which includes the
costs of the gppraisals.

Appraised Sale: Appraised sale begins on day 90 if a bona fide buyer

isnot found. The contractor will make the transferee an offer based on
gppraisals. The transferee has 60 days to accept or reject the contractor’s
offer. If the transferee accepts the offer, the contractor will buy the home from
the transferee and bill NOAA at 21.85% of the appraised value of the home.
The transferee does not submit atravel voucher since al closing costs are
included in the invoice to NOAA from the contractor.

5) The fees paid to the contractor for these programs are subject to annua adjustment.

NTR-Transmittal 9

Effectiver August 1, 2001 12-3



NOAA TRAVEL REGULATION
Chapter 302—Relocation Allowances 302-12.3(e)

302-12.3(d)

302-12.3(¢)

What ar e the benefits of the voucherless home sale processfor NOAA?

1) Conservation of time generdly spent by the transferee and travel policy advisers

to prepare travel voucher clamsfor home sde.

2) Consarvation of time generdly spent by travel voucher auditors to process home sale
dams

3) Potentia reduction of cost and time spent by transfereesin temporary quarters.

4) Potentia reduction of the time in which household goods are stored.

5) Contractor’s preferentid pricing for NOAA under the contract for home saes.

What ar e the benefits of the voucherless home sale process for transfer ees?

1) Elimination of the requirement to submit atravel voucher for closing costs associated
with the sale of the home.

2) Receipt of the contractor’s guarantee of the sdle prior to closing, therefore
trandferees are not at risk if the sale of their home does not close. Finding a
replacement buyer is the contractor’ s responsibility.

3) Offers based on the price negotiated between sdller and buyer rather than on
gppraised vaue of the home if home sdls within 60 days of the listing agreemen.

4) Access to objective advice from the contractor on marketing their home, selecting a
red estate agent, setting the list price, and assistance with marketing activities and
negotiation assstance.

5) Optiona selection of any red estate agent or sdection of an agent from the
contractor’ s network of brokers.

6) Advance receipt of 95% of their home' s equity once the contract with the contractor
is executed and, when their home is vacant, 100% of the equity.

7) Elimination of the trandfere€ s respongibility for mortgage payments, utilities, or
maintenance after their home is vacated.

8) Elimination of the need for the transferee to attend closing.

9) Elimination of the tax ligbility.

10) No fee equity loan up to 95% based on appraised value offer.

NTR-Transmittal 9
Effective: August 1, 2001 12-4



NOAA TRAVEL REGULATION

Chapter 302—Relocation Allowances 302-12.3(h)
Home Pur chase Program
302-12.3(f) What isthe voucherless home purchase process?

302-12.3(g)

302-12.3(h)

The voucherless home purchase process alows the transferee to apply for amortgage
loan through Cendant Mortgage. Once the loan is approved, Cendant will pay dl
reimbursable closing costs on behdf of the transferee at settlement. NOAA is not
charged afeefor this service.

What ar e the benefits of the voucherless home purchase processfor NOAA ?

1) Consarvation of time generaly spent by the transferee and travel policy advisersto
prepare travel voucher clams related to home purchase.

2) Conservation of time generdly spent by travel voucher auditors to process home
purchase clams.

3) No additional brokerage feesfor NOAA.

4) NOAA could save money and time by reducing the need for temporary quarters
and/or storage of household goods.

What are the benefits of the voucherless home purchase process for
transfer ees?

1) No feeto the transferee for the advance of closing costs by the contractor.

2) Receipt of mortgage counsdling and mortgage approva, if requested, within 48
hours of contacting the contractor.

3) Receipt of reimbursable closing costs from the contractor at closing.

4) Elimination of the requirement to submit atravel voucher for closing costs associated
with the purchase of their home.

5) Potentid ability to quickly purchase a home at the new duty dtation.

6) Early access to demographic information on every town, school, and neighborhood
in the United States.

NTR-Transmittal 9
Effective: August 1, 2001 12-5



NOAA TRAVEL REGULATION
Chapter 302—Relocation Allowances 302-12.7(a)

NOAA Human Resour ces M anagement Office (HRM O)/Gaining Office Responsibilities

302-12.7(a)

What arethe responsibilities of theNOAA HRM O or the gaining office with
regard to the voucherless processesfor transferees?

1) The servicing HRMO or gaining office should notify the gppropriate RSC at the time
the job offer is made or at the earliest possible time so the transferee will have early
access to important information.
2) The sarvicing HRMO or the gaining office issues written notification to the transferee
of their required reporting date at the new duty station accompanied by the following:
(1) The Permanent Change of Station (PCS) Package including information on
the voucherless home sale/lhome purchase processes; and
(i) The telephone number of the appropriate RSC at the gaining Adminigrative
Support Center (ASC)/Finance Office to obtain optiond information.
(ii1) The telephone number for the Government Relocation Information Center
help line: 1-877-332-7356.
3) The gaining office should obtain asgned CD-150, Request For Authorization of
Travel and Moving Expenses, from the transferee, forward a copy of the
CD-150 to the servicing HRMO, and promptly prepare the CD-29, Travel Order,
including specific authorization for the use of contracted relocation services, and
forward copies to the transferee and to the appropriate RSC.

NTR-Transmittal 9
Effective: August 1, 2001 12-6



NOAA TRAVEL REGULATION
Chapter 302—Relocation Allowances 302-12.7(b)(1)

Home Sale Responsibilities

302-12.7(b) What aretheresponsbilities of theRSC at the gaining ASC/Finance Officein
the voucherless home sale process?

The RSC at the gaining ASC/Finance Office mugt follow the FTR and DOC Trave
Handbook, Chapter 302-12, in addition to the instructions below.

Note: A memorandum from the Director, Office of Executive Assistance
Management, DOC, dated January 4, 2000, exempts NOAA transferees from
the requirement to market their home for 90 days prior to using the home sale
services of a contractor.

1) BUYER VALUE OPTION (BVO)

(outsde offer received between day 1-60 of the listing agreement) -
the RSC will:

(i) Counsd the trandferee on related regulations and NOAA policy, as
necessary.

(i) Obtain acopy of the listing agreement which includes an excluson
clause, a copy of the CD-150, acopy of the completed “3" Party
Eligibility Questionnaire’, and a copy of the authorized CD-29, Travel
Order, which includes specific approva for use of NOAA’srelocation
services contractor. The CD-29 should not be used to obligate funds
for real estate expenses. If the CD-29 obligates funds for rea estate
expenses, the RSC should natify the gaining office to amend the travel
order to deobligate red estate expenses from object class 1214,
Relocation Income Tax Allowance (RITA) from object class 1235,
medicare from object class 1234, and FICA from object class 1237.
(iii) Send transferee a PCS Package and the third-party digibility
questionnaire if HRMO has not sent the information.

(iv) Prepare a CD-404, Supply, Equipment or Service Order,
estimating the dollar amount as 10.99% of the home sde price under
object class 1295 and fax it to the contractor.

(v) Contact contractor through website to begin home sale process.
(vi) Use the CD-404 to obligate funds for the home sae process.

(vii) Fax acopy of the CD-404 to the gaining office.

(viit) Amend CD-404 obligation, if necessary, when the invoice arrives.
(ix) Certify payment to contractor.

(x) Fax acopy of the invoice and CD-404 to the gaining office.

NTR-Transmittal 9
Effective: August 1, 2001
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NOAA TRAVEL REGULATION
Chapter 302—Relocation Allowances 302-12.7(b)(4)

2) AMENDED SALE
(Outsde offer recelved after gppraisas are ordered (usudly after day 60 of the
ligting agreement)) - the RSC will:
(i) Amend the CD-404 estimating the dollar amount as 12.85% of the
home sale price under object class 1295 and fax it to the contractor
and the gaining office.
(i) Repeat stepsinthe NOAA Travel Regulation (NTR), Chapter
302-12.7(b)(2)(v)-(x) to process a possible amended sale.

3) APPRAISED SALE

(No outside offer received (over 90 days of the listing agreement) -

the RSC will:
(i) Amend the CD-404 estimating the dollar amount as 21.85% of the
home sale price under object class 1295 and fax it to the contractor
and the gaining office.
(i) Repeat stepsin the NTR, Chapter 302-12.7(b)(1)(v)-(x) to
process a possible appraised sale.

4) 1f the employee electsto drop out of the home sale program and sell
their housedirect sale, the RSC will:
(i) Amend the CD-404 to deobligate home sde funds from object class
1295.
(i) Fax CD-404 to the contractor and the gaining office.
(iif) Advise the gaining office to amend the CD-29, Travel Order to
obligate home sale funds under object class 1214 and RITA under
object class 1235.

NTR-Transmittal 9
Effective: August 1, 2001 12-8



NOAA TRAVEL REGULATION
Chapter 302—Relocation Allowances 302-12.7(b)(5)

5) If the employee elects direct sale, and then entersthe home sale
program later, the RSC will:

(i) Counsd the transferee on related regulations and NOAA palicy, as

necessary.

(i) Advise the gaining office to issue an amendment to the travel order

to deobligate real estate expenses from object class 1214, RITA from

object class 1235, medicare from object class 1234, and FICA from

object class 1237.

(iii) Obtain a copy of the listing agreement which includes an excluson

clause, a copy of the CD-150, a copy of the completed “3' Party

Eligibility Questionnaire’, and a copy of the amended travel order

which will include specific approva for use of NOAA’s relocation

services contractor.

(iv) Send transferee a PCS Package and the third-party digibility

questionnaire if HRMO has not sent the information.

(V) Prepare a CD-404, Supply, Equipment or Service Order,

estimating the dollar amount as either 10.99%, 12.85%, or 21.85% of

the home sale price under object class 1295 depending on when the

employee enters the home sae program. Fax a copy of the

CD-404 to the contractor.

(vi) Repeat stepsinthe NTR, Chapter 302-12.7(b)(1)(v)-(X).
NOTE: NOAA reimburses contractor using three possible percentages depending on the program: 1)
BVO, 2) Amended Sale, or 3) Appraised Sale.

NTR-Transmittal 9
Effective: August 1, 2001 12-9



NOAA TRAVEL REGULATION
Chapter 302—Relocation Allowances 302-12.7(d)

302-12.7(c)

302-12.7(d)

What aretheresponsbilities of thecontractor in the voucherless home sale
process?

1) After notification by NOAA, the contractor will contact the transferee within 48
hours to begin the home sde process and provide the transferee with relevant
information and counsdling.

2) When abuyer isfound, the contractor will purchase the transferee’ s home at the
negotiated sale price once the offer is determined to be bona fide and ingpections are
completed. The contractor will manage the details of settlement including payment of
commissons. The transferee does not attend settlement.

3) Once the home sale contract with the contractor is executed, the transferee will
receive 95% of the equity, and 100% of the equity once the house is vacated.

4) The contractor is responsible for mortgage payments, utilities and maintenance once
the home is vacated.

5) The contractor will invoice NOAA in accordance with the contracted fee.

6) The sdle is guaranteed to the transferee, therefore the trandferee is not a risk if the
sdedoesnot close. Finding areplacement buyer is the contractor’ s respongbility.

What aretheresponsbilities of thetransferee in the voucherless home sale
process?

1) After receiving notification of their required report date, the transferee will
immediately complete the Form CD-150 and forward it to the gaining office to initiate
preparation of their travel order. Thetravel order must indicate specia approvd for the
use of contractor relocation services.  The RSC must have the following documents
before the transferee can enter the home sale program:

CD-150, CD-29, the listing agreement which includes an excluson clause, and Third
Party Eligibility Questionnaire (copy attached).

2) The trandferee may sdlect their own real estate agent or may sdlect an agent from the
contractor’ s network of brokersto list their home for sde.

3) When an offer is received from an outside buyer, the transferee and the buyer will
negotiste dl terms of thesde. The transferee should not sign or initial the buyer’s
offer, but should forward the contract to the contractor for signature.

4) Transferee will notify RSC if home does not sdll within 60 days.

NTR-Transmittal 9
Effective: August 1, 2001 12-10



NOAA TRAVEL REGULATION
Chapter 302—Relocation Allowances 302-12.7(e)(2)

302-12.7(e)

Home Pur chase Responsibilities

What aretheresponsbilities of theRSC in the voucherless home
pur chase process?

(1) The RSC mugt follow the FTR, Chapter 302-12, in addition to the indtructions
below. If thetransfereeisnot using the voucherless home sale process, but has
chosen to use the voucher|ess home pur chase process, the RSC a the gaining

ASC/Fnance Office will:

(1) Counsd the transferee concerning related regulations and NOAA

policy, as necessary.

(i) Obtain a copy of the authorized CD-29, Travel Order, which includes
specific approval for use of NOAA'’ s relocation services contractor, and a
copy of the CD-150. The CD-29 should not be used to obligate funds for

rea estate expenses. If the CD-29 obligates funds for red estate expenses, the
RSC should notify the gaining office to amend the travel order to deobligate redl
estate expenses from object class 1214.

(iif) Contact contractor, through website, to begin home purchase process.
(iv) Recelve and audit contractor’ s invoice of reimbursable costs.
(V) Prepare a CD-404, Supply, Equipment or Service Order obligating home
purchase costs under object class 1295, and fax it to the contractor.
(vi) Obligate funds for the home purchase process using the CD-404.
(vii) Issue payment to the contractor.
(viii) Fax a copy of the invoice (settlement sheet) and CD-404 to the gaining
office.
(iX) A W-2 for dl taxable expenses, including home purchase expenses, will be
issued at the gppropriate time.

(2) If the transfer ee has chosen to use both the home sale and home pur chase

processes offered during theinitial 60 day period of thelisting agreement, the

RSC will obligate both the home sale and home purchase costs under object class
1295 on the CD-404. In addition, the RSC will follow ingructionsinthe NTR,
Chapter 302-12.7(b) for home sde procedures, and will follow ingtructionsin the
NTR, Chapter 302-12.7(e) for home purchase procedures.
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Chapter 302—Relocation Allowances 302-12.7(f)

302-12.7(f)

(3) Lf the home purchase processis not obligated at the same time the home
sale processis obligated, the RSC will:
(i) Amend the origind CD-404 which shows home sde cogts to obligate the
additional home purchase costs under object class 1295.
(i) Advise the gaining office to amend the CD-29, Travel Order to deobligate
red estate expenses from object class 1214. In addition, the RSC will follow
ingructions in the NTR, Chapter 302-12.7(b) for home sale procedures, and
will follow ingructionsin the NTR, Chapter
302-12.7(e) for home purchase procedures.

(4) 1f the employee electsto drop out of the home purchase program and

pur chase a home on their own, the RSC will:
(i) Amend the CD-404 to deobligate home purchase funds from object class

1295 and fax it to the contractor and the gaining office.
(i) Advise the gaining office to amend the CD-29, Travel Order to obligate red

estate expenses under object class 1214.

What are the responsbilities of the contractor in the voucherlesshome
pur chase process?

The contractor will:

1) After notification by the RSC, contact the transferee to explain the home purchase
process.

2) Andyze the trandfereg sfinancia podition to determine a mortgage that will meet the
transferee’ s needs.

3) Complete the loan gpplication by telephone with the transferee.

4) Advise the transferee regarding which home purchase costs are reimbursable.

5) Pay the trandferee’ s reimbursable closing cogts at settlement.

6) Forward an itemized invoice, and a Signed copy of the HUD-1 form (settlement
statement) to the appropriate RSC for payment. Payment to the contractor is subject
to the Prompt Payment Act.

7) Egtablish arepayment schedule with the trandferee for any non-reimbursable items
that were advanced to the transferee but were not reimbursed to the contractor by
NOAA.

Note: NOAA isnot responsibleto pay the contractor for expensesthat are not
reimbur sable according to the FTR.
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302-12.7(g) What aretheresponsibilities of thetransferee in the voucherless home
pur chase process?

1) The transferee will review and sign aloan application completed by the contractor
and return the gpplication in the prepaid return envelope.

2) Prior to closing, the transferee will receive information from the contractor outlining
reimbursable closing codts according to the FTR. The transferee will bring the
remaining fundsto dosng.

3) The trandferee is obligated to repay the contractor for any non-reimbursable items
advanced, but not reimbursed to the contractor by NOAA.
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